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Ihe duty officer' or his assistant will report to the Soorotary ' 

tho Diroot or, Room <vl6G, ab 1600 hours on tho Friday pracoding Saturday 
and Sunday duty or on tho day Vecoding holiday duty to bo briefed relative 
to tho use of telephones and to Voooive any speoial ' instructions relative 
to tho Director's office. \ 

7. Duty officers and assistants aro authorized to exchange tours of 

\ 1 

..duty with other appropriate personnel; however, responsibility rests with 
tho individual detailed to report to the Executivo for PM by 1200 ,, 

hours on Friday preceding tho. tour of duty tho nano of tho person to 
roliovo hin, j 

8. Tho duty officer will make a thorough security chock at 1700 

hours of all offices in tho l'that have been 


opened during tho day in compliance pith paragraph 10, Security Regulations, 
CIO. Any person who enters his off/ce in the 


for purposes of work on Saturdays, /Sundays, or Holidays will notify the 
duty officer, who for security mooses will list the arrivals and denar- 
tures in the duty orficors book. \ 

i 

\ 

9. The duty officer's book will! contain nothing higher than RESTRICTED 
material and'at tho completion of onchktour of duty, will bo loft on the 
desk of tho Secretary to the Director in' Room 2165 after which the room 
will be locked. All other classified material will bo placed in the duty 
officer's personal safe at 1700 hours on thb day of duty and turned over 

to Central Records for distribution by 0845; tho following normal work day. 

10. All civilian personnel who arc detailed for this duty nay be 
given compensatory- time off or paid overtimb in accordance with tho 


provisions of Administrative OrdeJ 


issued 13 November 1946. 


/ 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

1 


j Colonel, AGD 
Executive for Personnel 
□aid Administration 


25X1 A 


25X1 A 


25X1A 


25X1 A 
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6 January 1947 

CEUTRAL I1ITELLI GEHCE GROUP 


C.I.G. ADMINISTRATIVE 


SATURDAY , SUNDAY & HOLIDAY DUTY, 


1 « CIO Administrative 
"Saturday, Sunday A Holiday Duty, 


dated 11 December 1946, subjects 

" is hereby rescinded, 


and the foilcaving is substituted therefor. 

2. Effoc bivo immediately, Saturday, Sunday A Holiday duty v/ill be 
performed by a duty officer and an assistant who will bo detailed by 
separate memoranda. from time to tine. 

3. Duty officers and their assistants will bo on duty from 0830 until 

1700 on Saturdays, Sundays A Holidays. The place of duty for the duty 
officer will be Room 2165, ; the assistant 


will bo in Room 2168. However, when the Secretary to the Director is 
present, the duty officer may take station in any other office of CIG and 
will be notified by the Secretary when it is again necessary to take 
station in Room 2165. 

4. The duty officer will keep a signature list of all persons 

accept delivery 


entering and leaving offices of CIG in 
of classified and unclassified material, accept visitors to any office of 

CIG, answer all calls coming into Room 2165, and will take such initial 

♦ 

steps as may be appropriate in any case. Y/hen he deems it necessary, he 
will notify the r)ropor person relative to urgent matters so that action 
may be taken. The primary function of the assistant to the duty officer 
will be to provide necessary clerical and stenographic assistance. 

5. Tlie Assistant Directors of Offices, Chief of I CAPS, and Executive 
*■ »). wall submit to the Secretary to the Director not later than 1200 
hours on the Friday ^receding Saturday or Sunday duty, and not later than 
1200 hours on the day preceding a holiday tour of duty, a stand-by list 
of two individuals who can be contacted, together with their home address 
and home telephone number. Where offices maintain a full-time duty officer ' 
on Saturdays, Sundays or Holidays, his name and telephone number may be 
submit; ted in lieu of the above. The Secretary to the Director will then 
place these addresses in the duty officer's book which' will also include 
a list of all persons entering offices on Saturdays, Sundays, or Holidays, 
one copy of CIG Administrative one cony of , CIG Security 


Regulations, RESTRICTED personnel rosters, and necessary telephone 
directories . 
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6../ The duty officer or his assistant will report to tho Soorotary 

to the Director, Room 2165,* at 1600 hours on tho Friday procoding Saturday 
and Sunday duty or. on tho day prouoding holiday duty to bo briefed relative 
to the use of telephones and to receive any special instructions relative 
to the Director’s office. 

7. Duty officers and assistants aro authorized to exchange tours of 
duty with other appropriate personnel; howover, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 . 
hours on Friday preceding tho tour of duty the name of the person to 
relievo hir.i, 

8. Tho duty officer will mako a thorough security check at 1700 

that have been 


hours of .all offices in tho 


opened during tho day in compliance with paragraph 10, Security Regulations 
CIG. Any person who enters his office in the 1 


for purposes of work on Saturdays, Sundays, or Holidays will notify the 
duty officer, who for security purposes will list the arrivals and depar- 
tures in tho duty officers book. 

9, Tho duty officer’s book will contain nothing higher than RESTRICTED 
material and’at the completion, of each tour of duty, will bo left on the 
desk of tho Secretary to the Director in Room 2165 after which the room 
will bo locked. All othor classified material will bo placed in the duty 
officer's personal safe at 1700 hours on the day of duty and turned over • 
to Central Rocords for distribution by 0845 tho following normal work day. 

10. All civilian personnel who are dotailed for this duty may be 
given compensatory time off or paid overtime in accordance with tho 
provisions of Administrative Order 


issued 13 llovember 1946. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


uoionci, aw.; 
Executive for Personnel 
and Administration 


25X1 A 
25X1 A 


25X1 A 


25X1 A 
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TOP SECRET ■ ' SECRET C. ..PIDENTIAL miCM/ UN ..iSSIFIED 

( Sender will cirole olaselfioatloHr^foTrand Bottom ) 

' CENTRAL INTELLIGENCE GROUP 

PERSONNEL AND ADMINISTRATIVE BRANCH 
INTER-OEFICE ROUTING SLIP 




EXECUTIVE FOR PERSONNEL AND ADMINISTRATION 
DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 

CHIEF, PERSONNEL DIVISION 
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CHIEF, SERVICES DIVISION 

CHIEF, SECURITY DIVISION 

CHIEF, PROJECTS SUPPORT DIVISION 

CHIEF, COMMUNICATIONS DIVISION 
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DRAFT 
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% 


j 




y 




SATURDAY, SUNDAY & HOLIDAY DUTY 


1. Cl G Administrative 


"Saturday, Sunday & Holiday Duty, 


dated 11 Decomber 1946, subject: 

1' is hereby rescinded, 


and the following is substituted therefor. 

2. Effective immediately, Saturday, Sunday & Holiday duty will be 
performed by a duty officer and an assistant who will be detailed by separate 
memoranda from time to time. 

3. Duty officers and their assistants will be on duty from 0850 until 

1700 on Saturdays, Sundays & Holidays. The place of duty for the duty officer 
will be Room 2165, | I the assistant will be in Room 


2168. However, when the Secretary to the Director is oresent, the duty officer 
may take station in any other office of CIO and will be notified by the 
Secretary when it is again necessary to tako station in Room. 2165. 

4. The duty officer will keep a signature list of all persons entering 
and leaving offices of CIO in accept delivery of 


classified and unclassified material, accept visitors to any office of GIG, 
answer all calls coming in to Room 2165, and will take such initial steps as 
may be appropriate in any case. When he deems it necessary, he will notify the 
proper person relative to urgent matters so that action may be taken. The 
primary function of the assistant to the duty officer will be to provide 
necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offices, Chief of ICAPS and Executive for 
P&A will submit to the Secretary to the Director not later than 1200 hours on the 
Friday preceding Saturday or Sunday duty, and not later than 1200 hours on the 
day preceding a holiday tour of duty, a stand-by list of Wo individuals who 
can be contacted, together with their home address and home telephone number. 
Where offices maintain a full-time duty officer on Saturdays/Sundays or Holidays, 
his name and telephone number may be submitted in lieu of the above. The 
Secretary to the Director will then place these addresses in the duty officer's 
book which will also include a list of all persons entering offices on Saturdays, 
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RESTRICT ED 

one copy of GIG Administrative Order No.—, one copy of GIG Security Ite, rela- 
tions, RESTRICTED personnel rosters, and nocessciry telephone directories. 

6. The duty offioor or his assistant vrill report to the Secretary 

to the Director, Room 2165, at 1600 hours on the Friday preceding Saturday and 
Sunday duty or on the day preceding holiday duty to be briefed relative to 
the use of telephones and to reoeive any special instructions relative to 
the Director's office. 

7. Duty officers find assistants are authorized to exchange tours of 
duty with other appropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P&A by 1200 hours on 


Friday preceding the tour of duty the name of the person to relieve him. 

8. The duty officer will make a thorough security check at 1700 hours 

that have been opened 


of all offices in the 


during the day in compliance with paragraph 10, Security Regulations, Cl G. 
Any person who enters his office in the | | for 


purposes of work on Saturdays, Sundays, or Holidays will notify the duty officer, 
who for security purposes, will list the arrivals and departures in the duty 
officer's book. 

9. The duty officer’s book will contain nothing higher than RESTRICTED 
material and at the completion of each tour of duty, will be left on the 
desk of the Secretary to the Director in Room 2165 after which the room will 
be locked. All other classified material will be placed in the duty officer's 
personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 0845 the following normal work day. 

10. All civilian personnel who are detailed for this duty may be given 
compensatory time off or paid overtime in accordance with the provisions of 

issued 13 November 1946. 


Administrative Order 


Colonel, AGD 
Executive for Personnel 
and Administration 



Approved For Release 2003/01/27 : CIA-RDP81-00728R0001 00050051 -3 


25X1 A 
25X1A 


25X1 A 
25X1 A 

25X1 A 







RESTRICTED 


Approved For Release 2003/01/27 : CIA-RDP81-00728R0001 00050051 -3 

DRAFT 


0 January 1947 


CENTRAL INTELLIGENCE GROUP 


C.1.0. ADM INI S T RAT IFF ORDER NO. 


SATURDAY, SUNDAY & HOLIDAY DUTY, 


1. CIG Administrative 


"Saturday, Sunday & Holiday Duty, 


dated 11 December 1946, subject: 

is hereby rescinded. 


and the following is substituted thorefor. 

2. Effective immediately, Saturday, Sunday & Holiday duty will be 
performed by a duty officer and an assistant who will be detailed by separate 
memoranda from time to time. 

3. Duty officers and their assistants will be on duty from 0830 until 
1700 on Saturdays, Sundays & Holidays. The place of duty for the duty officer 
will be Room 2165, 


the assistant will be in Room 


2168. However, when the Secretary to the Director is present, the duty offioer 
may take station in any other- office of CIG and will be notified by the 
Secretary whon it is again necessary to tako station in Room 2165. 

4. The duty officer will keep a signature list of all persons entering 
and leaving offices of CIG in 


accept delivery of 


classified and unclassified material, aocopt visitors to any offioe of CIG, 
answer all calls coming in to Room 2165, and will take such initial steps as 
may be appropriate in any case. 7/hen he deems it necessary, he will notify the 
proper person relative to urgent matters so -that action may bo taken. Ihe 
primary funotion of the assistant to the duty offioer will be to provide 
necessary clerical and stenographic assistance. 

5. The Assistant Directors of Offioes, Chief of I CAPS and Executive for 
P&A will submit to the Seorotary to the Director not later than 1200 hours onkfche 
Friday preceding Saturday or Sunday duty, and not later than 1200 hours on the 
day preceding a holiday tour of duty, a stand-by list of two individuals who 
can be contacted, together with thoir home address and home telephone number. 

Where offices maintain a full-time duty officer on Saturdays, Sundays or Holidays, 
his name and telephone number may be submitted in lieu of the above. The 
Secretary to the Director will then place these addresses in the duty officer’s 
book which will also include a list of all persons entering offices on Saturdays, 
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one oopy of CIO Administrative Ordor No.—, one oopy of CIO Security Regula- 
tions, RESTRICTED poreonnol rosters, and necessary tolophone directories. 

6. Iho duty officer or his assistant will report to tho Secretary 
to the Director, Room 2165, at 1600 hours on tho Friday preceding Saturday and 
Sunday duty or on tho day proooding holiday duty to be brief od rol&tivo to 
the use of telephones and to receive any special instructions relative to 


the Director's office. 

7. Duty officers and assistants are authorized to oxchange tours of 
duty with other appropriate personnel; however, responsibility rests with 
the individual detailed to report to the Executive for P<SA by 1200 hours on 
Friday preceding the tour of duty the name of the person to relieve him. 

8. The duty officer will rake a thorough security check at 1700 hours 


of all offices in the 


that have been opened 


during the day in compliance with paragraph 10, Security Regulations, CIG. 
Any person who enters his office in the I Ifor 


purposes of work on Saturdays, Sundays, or Holidays will notify tho duty officer, 
who for security purposes, will list the arrivals and departures in tho duty 
officer's book. 


9. The duty officer's book will contain nothing higher than RESTRICTED 
material and at the completion of oach tour of duty, will be left on the 
desk of the Secretary to the Direotor in Room 2165 after which the room will 
be looked. All other classified material will bo placed in the duty officer's 
personal safe at 1700 hours on the day of duty and turned over to Central 
Records for distribution by 0845 the-. following normal work day. 

10. All civilian personnel who are detailed for this duty may be given 
compensatory time off or paid overtime in accordance with the provisions of 
Administrative Order No. issued 13 November 1946* 


— ooionei, age 

Executive for Personnel 
and Administration 


I 
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Office Memorandum • united states government 


to : Executive for Personnel and Administration 
from : Chief, Finance Division 
subject: CIO Administrative Order c 


DATE: 19 December 19U6 


issued 11 December 1 9^6 provides for 


Administrative Order 

duty on Saturdays, Su iiua..ys, 'and H 0 lidays in the 
Building states in Paragraph 10 that "All civilian personnel wno aire 
detailed for this duty will be given compensatory time off or will 
be paid overtime as elected by the individual concerned consistent 
with Civil service regulations"* This appears to be in conflict 
with the provisions of Paragraph 2 of Administrative Order [ 


25X1 A 
25X1 A 

25X1 A 


25X1 A 


issued 13 November l?i|6 which states in part that "Overtime for employees 
in grades up to and including the base pay of P-2 or CAF-7 will be 
compensated at time and one-half provided such overtime is approved 
in advance by the Chief, Budget Section, Finance Division'. 1 . For 
employees in grades above the base pay of P-2 or CAF-7, compensatory 
time off may be allowed in accordance with the provisions of Public Law 
106- 79th Congress. 

It appears that in order to eliminate the conflict between the two 
orders it will be necessary to amend one of the o rders. It is suggested 


be amended to read 


that Paragraph 10 of Administrative 0 r der| 
as follows: U "All civilian personnel who are detailed for this duty may 
be given compensatory time off or paid ove rtime in accordance with the 
provisions of Administrative Order issued 13 November 19ii6." H 


25X1 A 

25X1 A 
25X1 A 



jujhkku n* oiujwmuo 
Chief, Finance Division 





4 
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Executive for Personnel and Administration 19 Docomber 1?U6 


Chief, Finance Division 



It appears that in order to eliminate the conflict between the two 
orders it will be necessary to amend one of the orders. It is ouPPested 
that Paragraph 10 of Administrative I I be amended to read 

as follows: "All civilian personnel who are detailed for this duty may 
be given compensatory time o ff or paid ove rtime in accord, 'inco with the 
provisions of Administrative | | issued 13 November I 9 JU 6 " 


EDWARD R. SAUNDERS 
Chief, Finance Division 


i"ilc 
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6 « Tho duty of floor dr his assistant will report bo tho Sooretary 

to tho Diroctor, Room 2165, at 1600 hours on tho Friday .pro coding Saturday 
and Sunday duty or on tho day procoding holiday duty to bo briefed relative 
to tho uso of telephones- and to rocoivo any special instructions rolativo 
to the Director’s offica. 

7. Duty officers and assistants aro authorised to oxol.ange tours of 
duty with othor appropriate porsonnolj however, responsibility rosts with 
tho individual detailed to report to the Executive for P&A by 1,100 

hours on Friday preceding tho. tour of duty the nano of tho nerson to 
relievo him 

8. Tho duty officer will make a thorough security check at 1700 

hours of all offices in the that have been 

opened during tho day in compliance with paragraph 10, Security Regulations, 
CIG. Any person who enters his office in the! I 


for purposes of work on Saturdays, Sundays, or Holidays will notify tho 
duty officer, who for security mirposes will list the arrivals and depar- 
tures in tho duty officers book. 

9. The duty officer’s book will contain nothing higher than RESTRICTED 
material and'at tho completion of each tour of duty, will bo loft on the 
desk of tho Secretary to the Director in Room 2165 after which tho room 
will be locked. All other classified material will bo placed in the duty 
officer's personal safe at 1700 hours on the day of duty and turned over 

to Central Records for distribution by 0345 tho following normal work day. 

10. All civilian personnel who aro dctailod for this duty my be 
given compensatory tino off or raid overtime in accordance with tho 


25X1 A 


25X1 A 


provisions of Administrative Order 


issued 13 November 1946, 


25X1 A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Colonel, AGD 
Executive for Personnel 
and Administration 
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